
er -. 
APPLICATION FOR RECORDS DISPOSTION STANDARD 

,i t 
INST~UCTIONS: Prepare in duplicate and ,forward tp the Records Management Analyst, Management Systems Division 

Transportation Division 
Security Department 
125 Pine S t .  N .  E .  

- ~ 7 6 .  Telephone Number rson to Contact 

Manager of Security 
~- - 

A. C .  Bras i l l  or John L. Waters 
_ _ _  - 

7 Action Requested I- hd Establish Retention Schedule, record wil l continue t o  accumulate 

158 
6- 5 3 5 5 

~ Check One: 0 Change; 0 Supercede; Void - ~- 
P b. 0 Dispose of\present accumulation; no.$ rther accumulation anticipated. 

c. 0 Amend Application No. 

Title (followed by title used in oiice: if different1 

Earliest Latest 

-. ~ 

B u s  Operations C r i m e  Report , F i l e  
What i s  the function of  the Division and the Office in which this record series is created? 

~~~ ~ - ~- _- 
This file contains the following documents (include form numbersand titles, if any): 
Attach samples of the file. 

C r i m e s  reported or during operation of bus. 
~. 

Documents relating to: ;RJr&Q&! ib 

Included are: 

1. report of disturbance 
2.  police reports 
3 .  m o r n  affadavits 
4. photographs 
5 .  reports of vandalism 

File is arranged: 

numerical by case number 
~_____I__ - 

ly Reference Rate How often are records referred t o  which are: 

.__- - ~~ - _ _ _  _I-__ - 

I 
. Annual Rate of  Accumulation of Records 

Letter-size drawers 2 -.-; Legal-size drawers -___ ;Shelves -.__ ; Other (specifvl ;~- _- 

3012 (3/76) 



I I a. Is this the official copy of the series? 

a ._ 
b. Does the series contain confidential information requiring security handling? If yes, cite law or regulation. I 

~ ~~~~ ______~ ~ ~ ~ . 
X 
X 
X 

, 
~ . .. ~ 

, ~.~ -~ 

- c. I s  this a vital record? 

d. Does this serieshave historical or longterm research value? 

e.' When one or two documents in  the file make i t  necessary to keep the enliie file for a long peiiod.'could theie documents be 
- _ _  

.. 
. .  . .  _ _  X scheduled separately? 

X 

X I f  yes. attach copy. 

X 
X 
X 

~ - 
f. 

g. Is theinformation contained in this series ever analyzed andlor recorded in a summarized report? 

I s  the information contained in this series ever published? If yes, attach copy. - ~__  .___~ - _  

I ~ - _ _ _  - __~__~__ 
h. I s  there a duplication of this series in your office, or in another office or agency? 

I f  yes, where? 

Is this series (or a majorport ion o f  it) regularly microfilmed? 

Does the record series result in  a computer printout? 

-.  
. .  ~. 

- .  ___ 
~ ~ 

~.~ __ ~ ~. . - 

- i. 

j. 
~ ~ 

15. Retention Requirements The following requires the series to be kept: 

a. State Law years. 

b. Statute of limitation -4- years. 

years. c. Federal law - 
~~ 

Attach copy or excert of laws or regulations. Explain administrative need. 

d. Audit period -~ years. 
e. Administrative need L years. 

f. Federal retention instructions years. 
-. I~ .. 

. , ,  . . .  . 
. - _ _  

'6.  Approved Disposition Instructions This agency recommends that the file series be cut off at the end of each: 

a Calendar Year; 0 Fiscal Year; Other ~- 

Hold in the current files area monthk)  1 - yeark); then 

0 Transfer to local holding area; hold __ __ year(s); then 

pd Transfer t o  State Records Center; hold ~-cp_- yeark); then 

@ Destroy. 

0 Transfer t o  State Archives for permanent retention. 

0 Other (Specify/ 

. ,  

These instructions apply to all prior and future accumulations of the series. 

then, 

(Indicate briefly rationale for recommendations abovelor write additional remarkr)~: 

~~ 


